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‘APPLICATION FOR RECORDS DISF;OSITION STANDARD

INSTRUCTIONS: Prepare in duplicate and forward 1o the Records Managemgnt Analyst, Management §vstems Division

3. Degn . Division, Sutsdivision & Administering Office Addre4s | FOl‘i RECORDS MANAGEMENT DIVISION USE

' _ Date Received Application No.  Date Completed _
Office of the General Manager | * 1 JuN - TR 1 S
Office of Staff Counsel 5 1983 83 847 UN 15 1983
401 W. Peachtree Street 1. Application 2. Dept. Application No.
Atlanta, Georgia 30365 |

"I 4. Person to Contact . 5. Working Title . 8. Telephons Number
~F:l-ye Miller/Sandra Gray _ Secretarv/Le . 586-5220

7. Action Flequcsted ‘
a [ Establish Retention Scheduie record wtll continue to accumulate.

. ] Dispose of present accumulation; na further accumulation anticipated.

¢. U Amend Application No. § Check One: D Change; [ Superceds; I Void
8. Dates of Series 9. Records Series Title (foﬂowed by title used in offace if differant)
] Eartigsf Latest .
|Ptesent - lan Specifications.
10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of Staff Counsel is responsible for providing legal advice and support, as
needed, by the Authority's Board of Directors and staff units with the support of General
Counsel and Special Counsel. The Office provides general support for the Rail Program
including review and drafting of contract documents, advice and counsel with respect to .
contract award and administration, and legal representation of the Authority in the defense,
negotiation and arbitration/litigation of contract claims. The Office of Staff Counsel,

along with General Counsel, provides representation of the Authority in defense of personal
injury claims, collection of Subrogation claims and similar matters arising out of operation
of the bus and rail system. In addition, the Office provides legal services within the scope
of general corporate representation, including EEQ and personnel matters, labor relations
and grievance arbitrations, contractual matters, federal and state regulations and similar
matters. The Office also coordinates with the General Manager in determining the need for

| _and scope of outside legal services. '

2 §

11. Record Series Description This file contains the following docufnems {include form numblrs and titles, if any]:
Attach samptes of the file.

Documents relatingto:  the plans and specifications developed for the constructionof the rail
- rapid transit system. These documents are initially issued to perspective
contractors interested in bidding on construction of the rail system.

Inciuded are: . _
r ct . drawin oks; contract drawing books; contract specification books;
BnﬁerSJ cE¥m ﬁu pess : g ’ act sp ?
- File is arranged: by Line segments; thereunder by Construction Contract Unit (CCU) number.
12. Monthly Reference Rate How often are records relerrnd to which are:

One to six months oldC__O_.r_l.s._t_a_-it_l-YSeven to tw months ol Y, Thirteep to twenty-four monthg oid _ 1 0
twenty-five months and older 4 ’Ofé/ﬂ W

13. Annual Rate of Accumulation of Records

Lettersizadrawers __________:\Legai-sizedrawers ___________ ;Shelves __________:Other (specify) appr‘ox . 5 cubic ft.

3012 (3/76}




YES | NO | 14. Questionnaire {Place an "X" in the proper column) . A
a. Is this the official copy of the sérigs? C
It not where is it?

b. Does the series contain confidential information requiring security handling? If yes, cite law Or-frngulation.
! ' '\ '

is this a vital record? . , ' - -
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d Duoes s seners have istorieal o tondg levm veseacch vihie?

><>1><><
o

X e Whien s o wes docimet i s (e ket 1 sscrcn ¥ tor ke (e eintane il dew o bongg pus nul « uuhl llu".l- nlm mlu-m-. ln.'

scheduled separately /

X 1. _Is the information contained in this series ever published? If yes, attach copy. ' \ T T
X g. I3 the information contained in this series ever snalyzed and/or recorded in a summarized report?
1t yes, attach copy.

X h. ls thare a dupiication of this saries in your otfice, or in another office or agency?
tves, where? the Divisions of Construction Management and Contracts & Procurement
X i. ts this series (or 8 majo or gortion of it} regularly microfilmed?
X i. Does the record series redult in a computer printout? 7
15. Retention Requirements The following requires the series to be kopt:
a. State Law . years, d. Audit period vears.
b. Statute of limitation vears, e. Administrative need 7 3 years.
c. Federal law vears. f. Federal refention instructions b ‘years.

Attach copy ar axcart of laws or regulations, Explain atdministrative need. |

PERRN

Needed as Staff Counsel's back-up for claims/ligitat1on. The dOCUments retained by the
Division of Construction’ Management are updated with Change Notices, etc., These" manuals
are also retained as part of the contract in Contracts & Procurement. S in ;

. . 4 Lot
—ni. o mv—— :

16. Approwd Disposition lnstrucnons '  This agency recommends lhat lhe hie series be cut olf al the end of gich:

{]Cdlendau Year []Fm:al Year; Pq Other After fina]‘ settlement Of the
—Teim/Iitigation TN

then

year(s); then

- . . L I -

El Hold in the current tilesares . . month(sl, ) 1

0 Teansfer to I9ERRap)ding area: hold ~year(s); then’
Transfer to Semse Records Center; hold _,____.2...,__ yearls); then
Destroy. . ‘

[ Transfer 1o State Archives {6 permanent retention.

a Other (Specify)

These instructions apply to all prior and future sccumulations ol the seges .
- R SUR I T -

{Inclicate brietly rativnale for recominenda tions abovesor wite gddinonal remacks):

17. APPROVALS

App vad

ofes : M ate pp !tont of Archlos and e.wv
vij < / }z; . WM é/?v/yz

Hecords Managoﬂlent A % ; Z é/‘/ i = Aperj MARTA Management Advisory Commities Loate




